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Supervisor who identifies customer needs and deliver effective solutions to problems. Committed to provide high quality customer service. Constantly develop innovative ways to exceed customer expectations. Ability to handle a small and large team. Adept at assigning daily tasks and monitoring the performance to achieve organizational goals and objective.   



Vaibhav Patel
 +91 9773440360
vaibhav.patel44@gmail.com
H/304 Swaminarayan Park-1, Nr Vaishali
Township, B/H G.B. Shah college, Vasna Ahmedabad-380007

Highlights
· Results-oriented
· Customer Service	
· Client Communications
· Situational Awareness
· Organizational capacity
· Ability to motivate staff and maintain good relations with customers
· Resistance to stress
· Team Player
Education
Diploma in Business Management
St. Clair College- 2018

Bachelor of Commerce
H.A. College of Commerce- 2015

Hobbies
Reading
Cricket
Chess
Running
Experience
07/2016 to 01/2018
Process Associate
Tata Consultancy Services

· Take a proactive approach to discover customer’s needs and listen to understand what they are asking for.
· Listen to customer issues and provide quick resolutions to them.
· Analyze the issue and take continuous follow up with other departments if required to expedite the process.
· Make entries of borrowers’ data on daily basis and collate the data of team members at the end of the day and share the report with supervisor.
· Create processing logs and review them on daily basis.
· Monitor each transaction and ensure quality regulatory policies are followed rigorously.
· Generate daily, weekly and monthly reports to track the performance of the team members; reconcile and review the reports as well.
· Motivate, guide and coach team members to increase the productivity.
· Check the quality of daily operation of the data.
· Establish work priorities and ensure procedures are followed and deadlines are met.
· Maintain cordial relationship with clients and ensure optimal level of customer service is imparted.
· Take the initiative to find creative approaches that make each customer’s experience feel personal.

06/2015 to 06/2016

Trainee
Tata Consultancy Services

· Prepared and managed customer documents and ensured confidentiality was maintained.
· Updated consumer records on daily basis and ensured accuracy was maintained.
· Made presentations on the topics assigned by the supervisor.
· Took training as and when required on different topics.
· Performed different tasks assigned by the supervisor.  
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